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Adversary Case Opening

For Attorneys

Opening an Adversary proceeding involves entering the necessary information regarding
the plaintiff, defendant, and basic statistical data. The complaint is incorporated into this
process and will not need to be docketed separately. During the filing of this event
(unlike the opening of a Bankruptcy Case), the attorney for the plaintiff must select
himself/herself at the attorney selection screen. (Refer to Step 9, page 6)

STEP 1 Click the Adversary hyperlink on the CM/ECF main menu bar.
(See Figure 1.)

3 o)
UECF Bankruptcy » Adversary + Query + Reports + Utiities « Logout o_

Figure 1

STEP 2 Click on the Open AP Case hyperlink displayed on the
ADVERSARY EVENTS screen. (See Figure 2.)

EECF Bankruptcy  +  Adversary + Query + Reports « Utilities + Logout

Adversary Events

Answers..

Complamt & Jummons
Iotions

Hotices
Open AP Case

Figure 2

STEP 3 The CASE DATA screen displays. (See Figure 3.)

EECF Bankruptcy +  Adversary « Query + Reports -« Utilities + Logout
Open Adversary Case

Case type |1~
Date filed 2/4/2002

Complaint |y ~
MNext Clear

Figure 3
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2 The case number will be generated at the end of this process.
Make sure you take note of it on the final screen.

2 The current date is displayed next to Date Filed.

2 The Case Type value is ap for adversary proceeding. There is no
other selection.

2 The Complaint field signifies the lead event for this proceeding. If
you are filing something other than a complaint such as a Notice
of Removal, select (n) for no.

&  Click [Next].

STEP 4 The LEAD CASE/ASSOCIATION TYPE screen appears. (See
Figure 4.)

Open Adversary Case
Lead case number |02-10062
Association type |Adversary M
Figure 4
2 Enter the Lead Bankruptcy Case Number in yy-nnnnn format,

including the hyphen.

NOTE: If the case number is invalid or if the lead case does not
reside on this database, an error message, “YY-NNNNN is
not a valid case. Please enter a valid value.” is
generated. You will not be able to proceed with the case
opening process. Research the reason for the error.

If you do not enter any number in the Lead Case Number
field the system will allow you to proceed with case
opening.
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2 The Association type defaults to Adversary. Other selections are
Consolidated, Jointly Administered, and Related. Leave the
default and click [Next].
STEP 5 The CASE ASSIGNMENT screen displays. Case assignment is
based on the lead Bankruptcy case. (See Figure 5.)
EECF Bankruptcy + Adversary + Query + Reports + Utilities + Logout ?
Open Adversary Case
Case is assigned to Pleasantville Division, Judge Strasherg
based on the lead Bankruptey case 02-1006%9
Figure 5
2 Click [Next].
STEP 6 The PARTY SEARCH screen appears. (See Figure 6.)
Open Adversary Case
Search for a party
SSN | Tax1d |
Last/Business name |Household
Search M
Figure 6
2 Before adding a party, it is recommended that one search the

database for the filer. One can search by Social Security Number,
Tax Identification Number, Last Name or Business Name.

. Enter the last name of the party to be searched. If this is a
business filing, enter the first word of the name to search
the database. The entire business name is stored in the
Last/Business name field. The field size is 200 characters
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*

NOTE:

STEP 7

NOTE:

Search Hints:

. Enter one field of data for each search.

. Format Social Security Number or Tax ID with hyphens.

. Include punctuation. (O’Brien, Zeta-Jones)

. Try alternate search clues if your first search is not successful.

. Partial names (minimum of two characters) can be entered.

. Wild cards (*) are not required at the end of search strings.

. Wild cards may be used before or within search strings. (*son, Gr?y)
. Do not search only by the asterisk * itself.

Enter the plaintiff's last/business name and click [Search]. In
Figure 6 we have entered the first word of the plaintiff's name
(Household).

Do not use the asterisk * by itself as search criteria. If just
the asterisk is used, the entire database will be searched
and require unnecessary systems resources and may
degrade response time.

The SEARCH RESULTS screen appears. (See Figure 7a.)

[ ZECF

Search for a party
SSN |

Last/Business name
Search | Clearl

Party search results

Household Finance, =

+  Utilities

Bankruptcy Adversary + Query + Reports + Logout

TaxId |

-

Select name from list | Create new party

Figure 7a

If the designated party was already on the database, the
Party Search Results screen would provide a listing of
parties matching your search criteria. In that situation you
would select the party by highlighting the name with your
mouse and click on the [Select Name From List] button.
(See Figure 7b.)
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NOTE:

STEP 8

In Figure 7b the only party on the database matching the search
criteria was Household Finance. Since our party, Household
Financial Services is not on the list, click the [Create New Party]
button.

Party search results
Household Finance, ;l

[~

Select name from list | Create new party

Figure 7b

Your name search may find more than one record having
the same name as shown in Figure 7c. Clicking on each
of the names will display a window showing the party’s
address information for verification.

If none of the addresses are correct for this party, you can
either 1.) modify the address (for this case only) on the
following PARTY INFORMATION screen, or 2.) click on
the [Create new party] button to add a new person record
with this address.

= 5l
UE F Bankruptcy  +  Adversary + Query + Reports -+ Utilities + Logout ',

Search for a party

=10l x|

Last/Business name =

American Express
Search C\earl 150 East Eight Ave.
San Antonio, TX 78334
County: Peachtree

Party search results

American Express

American Express,

El

Select name from list | Create new party

Figure 7¢c

The PARTY INFORMATION screen appears. (See Figure 8.)
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2 Enter the plaintif’'s Name and Tax ID or SSN information in the
appropriate boxes.

FParty Information =
Lastname |Household Financial Zervi  Firstname I—
MMiddle name l— Generation I— Title I—
SSN |—222-11-1234 TaxID IW
Office | Address 1 |
Address 2 | Address 3 I
ciey [ State [ zZp [
County Im Country I—
Phtll’le l— Fax I—
E-mail |
ProSe m Role
Party text |
Attorney I Alias | Review. ;?:;iiﬁ:ggjuxirﬁfes before
Figure 8

L 2 Expand the Role Type selection pick list by clicking on the down
arrow V¥ and select Plaintiff.

L 2 The Party Text field is used for further party description, such as
A California Corporation or Executor for the Estate of.... This
information will appear on the caption of the docket report
immediately after the party’s name.

L 2 Click on the [Attorney] button on the PARTY INFORMATION
screen. (See Figure 8.)

STEP 9 For adversary openings ONLY, you will need to add yourself as
the attorney representing the plaintiff(s). Steps 9 - 11 will show
how this is done.

2 Your attorney record already exists on the court’s database in an

attorney roll that is maintained by court staff.

The ATTORNEY SEARCH screen allows you to retrieve your
attorney record by either State Bar ID or Last Name (or partial
Last Name.) (See Figure 9.)
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L 2

STEP 10

*

STEP 11

Search for an attorney

BarId
Last name |va

Figure 9

This exercise illustrates how one could search for the attorney
Heather Walker. The search clue entered in the Last name field is
the first two letters (minimum required) of her last name.

Click on [Search].

The ATTORNEY SEARCH RESULTS screen will display all the
matches for the search clue you entered. (See Figure 10.)

ZEC >
UE F Bankruptcy s Adversary + QOuery + Reports + Utilities + Logout ?
Search for an attorney

BarId
Last name
Search [ Clear

Attorney search results

Walker, George T. =
Walker, Heather J
Walker, Jeanne L.

E

Select name from list I Create new attormey

Figure 10

Highlight your name with your mouse and click on [Select Name
From List].

The ATTORNEY INFORMATION screen displays the master
attorney record from the court attorney roll. (See Figure 11a.)

IT Systems Deployment and Support Division/AO-OIT September 6, 2002



CM/ECF Attorney

Draft Adversary Case Opening - Page 8

Attorney Information (Party Household Financial Services, )
Heather J. Walker Bar Id:T¥13245 Bar Status:4ctive

Office [Ualker and issociates Address 1 [245 Inverness Road
Address 2 | Address3 |
City ISan Antonio State l?
Zip [rezas Comwy [
FPhone lm Fax l—
E-mail Ihja@accy.net Lead attorney lﬁ

Click the Add attorney or Cancel attorney button to retuen to
Add attomey | Cancel attomay | Clear | the Party screen and add other attomeys, add aliases, or
submit afl information for this party

Figure 11a

Your attorney record can accommodate only one address. If the
address for this case is different, make the changes to this screen.
This will change professional and mailing information FOR THIS
CASE ONLY.

After verifying this information, click [Add Attorney] to associate
this record with your plaintiff.

The main PARTY INFORMATION screen again appears. (See
Figure 8.) At this time you could click on the [Review] button to
verify attorney and alias information for this party. Figure 11b
shows how this information is displayed.

Review attorneys and aliases
Household Financial Services

Unicheck fo remove from Iist

 Attorneys added:
¥ Walker, Heather J.
TWalker and Associates
945 Inverness Foad
San Antonio, TH 78233

Aliases added:

MTone added
Return to Party screen I Clear
Figure 11b

Click on [Return to Party screen].

When the Party Information screen appears again, click [Submit]
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STEP 12 You have added the plaintiff and if there are no more plaintiffs, the
next step is to add the defendant(s). The PARTY SEARCH screen
will appear again for that purpose. (See Figure 12.)

Open Adversary Case

Search for a party
SSN | TaxId |

Last/Business name Ihammock
Search | Clear

End party selection

Figure 12

2 Enter party information for the defendant Frank T. Hammock.
Search by last name.

STEP 13 When the SEARCH RESULTS screen appears, the party will be
displayed because Frank Hammock is already a debtor on the

bankruptcy case. (See Figure 13.)

Search for a party
SSN | Tax1d |

Last/Business name
Search | Clear

Party search results

Harmmaock, Caral A A|

|

Select name from list | Create new party

Figure 13

2 Highlight the name and click on [Select name from list].
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STEP 14

STEP 15

The SEARCH RESULTS screen appears next with this party’s
data and address as it is recorded in the database from the
bankruptcy case. (See Figure 14.)

= 2
UE F Bankruptcy +  Adversary + Query + Reports -« Utilities -+ Logout ?

Party Information

Frank T. Hammock S8IN:123.23-3546

Office | Address 1 [1467 Wayward Lane, ipt 3B

Address2 | Address3 |

City [san intonio | State [tz | Zp [wesss
County W Country I—
Phone I— Fax I—
Email |
FProSe lﬂ Role |Defendam (dft: pty) j

Party text |

#dd all attomeys and aliases before

Attorney | Alias | Review. clicking the Submit button

Submit | Cancel I Clearl

Figure 14

Follow your court’s procedures for addresses for defendants. You
must select the Party Role by clicking on the ¥ down arrow for the
Role field. Highlight Defendant and click on [Submit]. The
defendant’s attorney information will be added at a later time.

The Party Search screen will reappear. Since the bankruptcy
case we are using is a joint case, we would complete steps 12-14
again for the other party (Carol A. Hammock in this case). When
all parties have been entered, click on [End Party Selection].

The ADVERSARY STATISTICAL screen appears.

(See Figure 15a).

Nature of suit |11211 (Obj/Revocation Discharge 727) j

Origin |1 Original Proceeding j

Transfer date

Rule 23 (class action) |n =

Jury demand |Mone -
Demand ($000)

Mext C\earl

Figure 15a
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NOTE:

Unless the US is a plaintiff or defendant in your case, accept the
default US not a Party as shown in Figure 15b.

I3 LS. not a Party *I|

1.5 is a Plaintiff
2 L5 is a Defendant

Figure 15b

For our exercise select 454 (Recover Money/Property) as the
Nature of Suit of the complaint from the list below (See Figure
15c.).

424 (Obji/Revocation Discharge 727 ;l

424 (ObjRevocation Discharge 727
425 (Dischargeability 5237

A34 [Injunctive Relief)

435 Malidity/Priority/Extent Lien
454 (Eecover Money/FProperty)
A55 (Revoke Flan Caonfirmation)
455 (Declaratory Judgment)

A57 [(Subordinate Claimflnterest)
A58 (Approval For Sale)

458 (Application For Remowal)
A998 (Other Action)

Figure 15¢c

Only one suit can be selected during the opening of an adversary
case.

Multiple suits will be handled according to the direction of your
court.

If there are multiple suites and one is a 727 Objection to
Discharge, it is important to enter 424 as the Nature of Suite
here.

The Origin code defaults to original proceeding. (See Figure 15d.)
Accept the default. Other values are:

1 Criginal Praceeding v

1 Original Proceeding
2 Removed From State

4 Reinstated/Reopened
& Other District Trans In

Figure 15d
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*

*

*

STEP 16

The default in the Rule 23 (Class Action) box is n. Change the

default to y only if this is a Class Action suit.

The default in the Jury Demand box is n (None). (See Figure 15e.)

T
Defendant
Mane
Plaintiff
Figure 15e

For our case we will leave the default of None.

Dollar Demand. If there is a dollar demand, enter the amount in
thousands to the nearest thousand. For example, if the Dollar
Demand is $4550, $5,000, or $5499, you would enter 5 for $5000,
leaving off the 000. Since our Nature of Suit is Recover
Money/Property we will enter 29 for $29,000.00.

Verify the data on your screen and then click [Next].

The PDF DOCUMENT SELECTION screen displays. (See Figure
16a.)

Open Adversary Case

Select the pdf document (for example: CA199cv501-21 pdf).

Filename

| Browse...

Attachments to Document: & No © Ves

Figure 16a

To associate the imaged document with this entry, select the PDF
filename of the complaint you are filing.

. Click [Browse]. In the File Upload screen change Files of
type: to All files(*.*) then navigate to the directory where

IT Systems Deployment and Support Division/AO-OIT
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the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 16b.)

File Upload j d |
Lok ire | =3 PDF Files x| &= i
@mlargest.pdl’ EBNC_SMNtc.de EExhibit.pc
T & ffidavit,pdf T <ertsve.FOF T Hearingrt
'@nmended Schedules. pdf '@Claimform.pdf 'Eln\rentor\y
] AMSWER. pdF e Com T invalunta
o . Select |_I L )
'@prllcatlon - Filing Fees.pdf '@CDD\, F '@]mntmotlo
@npplication for Compensation, pdf @CDD\, m @List of All
'@#\pplication to Emplovy . pdf I@CREI Prink IEI'\ﬂartin.pn:l
'@F\pplication.pdf I@Dani i '@Memo ins
Scan for Viruses. .. )
apptsucc. PDF @Decl. - . > EMDtlon 8
'@appttr.PDF '@DDCL QP?E \.-"I Al EMDtion ko
uick Wiew Plus
BMC Order of Dischg, pdf Exhil Maokion ko
IE 9P I@ Quick. Prink I@
4] | g WinZip > |
File name: ICompIaint.pdf 5end To D
Fdy Hetwark P cut
Files of type: &1l Files (%) Cancel |
Copy 5

Figure 16b

. This will launch the Adobe Acrobat Reader to display the
contents of the imaged document. Verify that the
document is correct.

. Close or minimize the Adobe application and if that is the
correct file, click [Open] on the File Upload dialogue box.
(See Figure 16c.)

i
Look in: [ 3 PDF Files =l = &5 EE-

EZDIargest.de EBNC7341NtE.DdF EExhibit.pc
T affidavit. pdf T certsve POF T Hearingtit

Amended Schedules, pdf Eclaimﬁ:rm.pdf Elnventur\y
ﬁANSWER.de Caomplaint. pdf @Involunta
EApplication - Filing Fees.pdf ECDDY of Application ko Employ. pdf Ejointmotio
Enpplicatlnn For Compensation.pdf ECnpy of Martin. pdf EList of all

Application to Employ, pdf T CRECDISK, PDF T Martin.pd
Enpplicatlnn.pdf EDaniels_Dale_\v'PCh?.pdf Ememc\ ins

apptsucc.PDF @Declaration.pdf EMotion M
= appttr . FOF T Document . FOF T Mation to
BN Order of Dischg.pdf T Exhibit A - val Petition.pdf T ration to
I =]

File name: ICUmDIainl. pdf ;I Open I
Files of type: IAII Files [*.%] ;I Cancel I
o

Figure 16¢
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2 The PDF DOCUMENT SELECTION screen appears with the path
and PDF document in the Filename box. (See Figure 16d.).
Open Adversary Case
Select the pdf document (for example: CA198cwd01-21 pdf).
Filename
[e:\DasaiFran 0 an Lyne\FOF Filesica [ Hiowse., |
Attachments to Document; & Mo O Ves
Figure 16d
2 There will be no attachments in this exercise. Attachments will be
covered in another lesson. Therefore, leave the radio button
indicating No.
2 Click [Next] to continue.
STEP 17 The FILING FEE screen will display prompts for fee and receipt
information. (See Figure 17.)
Open Adversary Case
COURT USERS ONLY: If this is a 727 Ohjection to Discharge, Set 7270BJ Flag Next.
For Receipt #, Enter CC for Credit Card or O for Other Payment.
Feceipt # |°C Fee: 1350
Figure 17
NOTE: You may see a displayed message such as the one in
figure 17 for COURT USERS ONLY: Disregard this
message.
* You will not know what the Receipt # is. Enter cc or CC in the

Receipt # field to indicate payment by Credit Card or follow your
courts direction for the entry here.

IT Systems Deployment and Support Division/AO-OIT September 6, 2002



CM/ECF Attorney Draft Adversary Case Opening - Page 15

L 2 The Fee Amount defaults to the amount of the complaint filing fee,
$150.00.

2 Click [Next] to continue.

L 2 The following screen may appear. (See Figure 18.) Click [Next].

EECF Bankruptcy + Adversary + Query + Reports + Utiities + Logout
Open Adversary Case

Figure 18

STEP 18 The FINAL DOCKET TEXT screen displays. (See Figure 19.)

= a
UEC F Bankruptcy +  Adversary + Query + Reports -« Utilities + Logout o_
Open Adversary Case

Docket Text: Final Text

454 (Recover Money/Property): Complaint by Household Financial Services against
Frank . Hammock, Carol A. Hammock. Receipt Number CC, Fee Amount $150
(Walker, Heather)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 19

L 2 Proof this screen carefully! No further editing in the case opening
process is allowed after this screen. If Docket Text is correct, click
[Next].

2 If any part of it is incorrect, click the browser [Back] button to

return to the screen you need to correct. Then process the
screens again with the respective [Next] or [Submit] buttons.

NOTE: When an adversary case is opened, the complaint information
is spread over to the main bankruptcy case. (The case
number does not appear in the docket text.)
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When the judgment is rendered, the ruling will also spread
over to the main bankruptcy case.

NOTE: To abort or restart the transaction at any time up until the final
docket text screen, click the Adversary hyperlink on the Menu
Bar.

STEP 19 The NOTICE OF ELECTRONIC FILING screen appears.
(See Figure 20a.)

EECF Bankruptcy  +  Adversary + Ouery + Reports o«
Open Adversary Case

|

U.5. Bankruptcy Court
Systems Deployment and Support Division
Notice of Electronic Filing

The followmg transaction was recewved From Wallcer, Heather entered on /6/2002 at 2:38 PI CDT and filed on /672002
Case Name: Heusehold Financial Services v, Hammock et al

Case Number: 1:02-ap-1004

Document Number: 1

Case Name: Frank G. Hammeck and Carol A Hammeck

Case Number: 1:02-ble- 10065

Document Number: 12

Docket Text:
434 (Becover Money/Property): Complant by Household Financial Services agamst Frank G. Hammock, Carol & Hammock
Feceipt Mumber CC, Fee Amount $150 (Walkcer, Heather)

The followmg document(s) are associated with this transaction:

Document description:Iain Document

Original filename: O\ECF_3tudents\PDF Files\Complaint pdf

Electronic document Stamp:

[STAMP bkecfStamp ID=981735245 [Date=9/6/2002] [FileMNumber=7643-0] [6c
Be245e2c6e2c03eacBl23a26024£2127454208 16 Heab(aat 1ad688dBece Sad0calece
fdcadet91al37ec24db5d32ef9d27c99ce dBfedf3 T edfed2dB0602%¢]]

Docurnent description:Iam Document

Original filename: O\ECF_3Students\PDF Files\Complaint pdf

Electronic document Stamp:

[STAMP bkecfStamp_ID=2981735245 [Date=2/6/2002] [FilelMNumber=7644-1] [44
Ba52c528234 1451500049 T eefb0b36a74 006 20ad58351a0a27c98de 1 162:002ab e Be76
caf0425d0fA95939 10635 26dbb B 22ce 896 5acc 2582845840 120c6]]

1:02-ap-1004 Notice will he electronically mailed to:
Heather | Wallker  wallerh@atty net

1:02-ap-1004 Notice will not he electronically mailed to:
1:02-hk-10069 Notice will be electronically mailed to:
Williarn W Thotnpson  wwthompsen@trustee net,

George T. Walker  giwalker@atty.net

Heather | Walker  walkerth@atty.net

Figure 20a
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* o

The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’s database. It certifies that
this is now an official court document.

The case number is a hyperlink to the docket sheet and the
document number is a hyperlink to the PDF document image.
Clicking on either of these links will bring up the PACER login
screen. (See Figure 20c). The case number of both this
adversary and the lead bankruptcy case appear. This
indicates that this complaint entry has spread to the bankruptcy
case and will be available to anyone reviewing the Bankruptcy
Docket report. The hyperlink to the imaged PDF complaint is also
accessible from the bankruptcy case.

To print a copy of this notice, click the browser [Print] icon.
To save a copy of this notice, click [File] on the browser menu

Trustee and Attorney users will have access to the Notice of
Electronic Filing at the time of their filing. Subsequent access to
any Query or Report programs must go through the PACER
system. (See Figure 20c.)

Further access to the Notice of Electronic Filing is available
though the electronic docket report. When this option is selected,
a bullet appears next to the document number of the event on the
docket report. (See Figure 20b.) Clicking on this bullet will display a
copy of this notice. Attorney users will be presented with a PACER
login screen first. (See Figure 20c.)

Filing Date | # Docket Text

09/06/2002 | @1 | 454 Recover MonewProperty): Complaint by Honsehold Financial Services against Frank G.
Hammock, Carcl A Hammock. Receipt Mumber CC, Fee Amount $150 (Walker, Heather)
{Entered: 09/06/2002)

Figure 20b

When a copy of the Notice of Electronic Filing is mailed to each
subscriber on the case, the following message will display at the
top:

**NOTE TO PUBLIC ACCESS USERS***

You may view the filed documents once without charge. To avoid
later charges, download a copy of each document during this first
viewing.
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EECF Bankruptcy + Adversary + Query + Reports -« Utilities + Logout
PACER Login

Notice

This is a Restricted Web Site for Official Court Business onty. Unawthorized entry is prohibited subject to
prosecution under Title 18 of the U3, Code. All activities and access attempts are logged.

Instructions
Enter your BCF login and password for electronic filing capabilities. If you do niot need filing capabilities, ender
your PACER Iogin and password. If you do not have s PACER login, contact the PACER Service Center to

estabilish an account. You may register online at http:pacer psc uscourts. gov of call the PACER Bervice Cerrter
at (300) 676-6836 or (210) 301-6440.

Anaccess fee of $.07 per page, as approved by the Judicial Conference of the United Btates at its September
1992 session, will be assessed for access to this service. All incuities will be charged to your PACER login that
is kept on file. If you do not need filing capabilities, enter your PACER login and password. The Client code is

provided to the PACER uset as a means of tracking transactions by client. This code can be wp to thidy two
alphanumeric characters long,

Authentication

Login:
Pazsward:

Client code: |

[ Make this my default PACER login

Login Reset |

Figure 20c
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Answer to Complaint
For Attorneys

This process shows the steps and screens required for an attorney to electronically file
the answer to a complaint in an adversary case. For this lesson, we’ll assume that you
are logged in to the CM/ECF system as the attorney George T. Walker.

STEP 1 Click on the Adversary hyperlink on the CM/ECF Main Menu Bar.
(See Figure 1.)

EECF Bankruptcy + Adversary + Query + Reports + Utiities s+ Logout

Figure 1

STEP 2 The ADVERSARY EVENTS screen displays. (See Figure 2.)

)
EECF Bankruptcy «  Adversary + Query + Reports -« Utiities + Logout ?

Adversary Events

Angwers ..

Coraplaint & Summons
Motions

Notices

Open AP Case

Figure 2

2 Click on the Answers... hyperlink.

STEP 3 The next screen lists two menu selections for Answers.
(See Figure 3.)

o
Bankruptcy +  Adversary « Query e« Reports + Utilities + Logout o_

Motion/Applcation
Complaint, 3rd, cross, counter

Figure 3
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NOTE:

STEP 4

STEP 5

Motions/Applications, refers to documents filed in response to a
motion or application, such as an objection, reply or response.

Complaint, 3rd, cross, counter refers to documents which are
answers to a complaint, third-party complaint, cross-claim, or
counterclaim.

For this lesson, we are docketing the answer to the original
complaint, so click on Complaint, 3rd, cross, counter.

Third-party complaint, cross-claim, and counterclaims are
covered later in this event.

The CASE NUMBER screen displays (See Figure 4). The system
will display the number of the last case you accessed in this
session.

Answer a Complaint

Case Number

02-1004 9913345, 1:99-bk 12345 or 1-99-bl 13345
Mext Clear |

Figure 4

If the displayed case number is the case number you want, just
leave it entered. |If it isn’t, enter the desired case number in the
format YY-NNNN.

Click [Next].

The system will then display a screen to verify the event and case
you are docketing. (See Figure 5.)

= =
(3] F Bankruptcy  +  Adversary + Query + Reports « Utilities + Logout '_=
EC £

IAnswer a Complaint

02-01004 Heusehold Financial Services v. Hammock et al [ Jomt filing with other attorneyis):

MNext Clear |

Figure 5
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STEP 6

STEP 7

STEP 8

If you are filing this answer jointly with another attorney, click in
the check box to indicate that. This will enable you to select the
other attorney(s) later in this event.

If the information is correct, click [Next].

The SELECT PARTY screen appears and displays all of the
parties currently in the case. (See Figure 6.)

Answer a Complaint

Select the Party:

Nesxt | Clear |

Figure 6

Click on the defendant(s) for whom this answer is being filed, then
click [Next].

The PARTY/ATTORNEY ASSOCIATION screen displays.
(See Figure 7.)

Answer a Complaint

The following attorneyiparty associations do not exist for this case
Please check which assoctations should be created for this case:

W Hammock, Carol(ptydft) represented by Wallcer, George (aty)

V¥ Hammock, Frank(pty. dft) represented by Walker, George (aty}

Ml Clear |

Figure 7

Although you have selected the party whom you are representing,
the system doesn’t automatically make that association.
Therefore, you must click in the check box to create this link.
Click in the check box, then click [Next].

The Complaint screen displays next. (See Figure 8.)
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Answer a Complaint

Include Date # Docket Text

72 09/06/2002 1 454 (Recover MoneyProperty): Complaint by Household Financial Services
against Frank G. Hammock, Carol & Haramock. Receipt Mumber CC, Fee
Amount $150 (Walker, Heather)

Figure 8

2 This screen shows the complaint (and possibly other related
events) in the case. It allows you to link the answer to the
complaint. Click in the check box to link the appropriate
complaint, then click [Next].

STEP 9 The PDF DOCUMENT screen will then be presented.
(See Figure 9a.)

Answer a Complaint

Select the pdf document (for example: CA199cv501-21 pdf)
Filename

[ Browse... |
Auachments to Document: & o O Tes
Figure 9a
2 To associate the imaged document with this entry:
. Click [Browse]. In the File Upload window change Files

of type: to All Files (*.*) Navigate to the directory where
the appropriate PDF file is located and select it with your
mouse.

. To make certain you are about to associate the correct
PDF file for this entry, right click on the filename with your
mouse and select Open. (See Figure 9b.)
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21

Lookire | 3l PDF Files

x|l = =Bk E-

EDZ_IDD?S_MtODismiss.de EBNC Order of Dischg.pdf EExhibit A
" 20lar gest . pdf T BNC_341Mee. pdf B Exhibit. pc
Histary " affidavit. pdf T Certswve.PDF | Hearingtit
L Amended Schedules, pdf Eclaimform.pdf '@Inventory
@ mect Complaint, pdf '@Involunta
D op Enpplic Copy of Application ko Employ, pdf @jointmotio

Applic

n’o}\ EF\DD"C W Copy of Martin,pdf I@List af all
i 12 Pt CREDDISK.POF =

My Documents IE-"‘BF’“E T

IEapptSI
'@ Make Awvailable OFfline

appktr
Open With

Martin, pd
Daniels_Dale_WVPCh7.pdf '@Memo ins
Declaration, pdf '@Motion L
Document . PDF '@Motion to

LI_ Cuick Wiew Plus
= Fil Cuiick Prink
ile name .
My Network ... [ CriRER
Files of ty cond Ta

Cancel

i
LI Open I
LI e

Figure 9b

This will launch the Adobe Acrobat Reader to display the

contents of the imaged document. Verify that the

document is correct.

Close or minimize the Adobe application and if that is the

correct file, click Open on the File Upload dialogue box.

(See Figure 9c¢.)

File Upload | 21l
Laok ir: | {3 PDF Files x| + 5 E-
ED2_1 0073 _MtoDismiss . pdf EBNC Order of Dischg, pdf EExhibit A -
") 20largest. pdf T ENC_341 Mt pdf TJExhibit.pe
M aFfidavit. pdF ) CertSve.POF ] Hearinakt
Enmended Schedules. pdf '@Claimf’orm.pdf IEln\\-'entn:ur\;\-
ANSWER., pdf ECUmplaint.pdf @Involunta
Enpplication - Filing Fees.pdf '@Copy of application to Employ . pdf IEjnintmntio
Application For Compensation, pdf ECDDV of Martin, pdf IEList af all
Application te Employ,pdf CREDDISK.PDF ErMartin.pd
Enpplication.pdl’ '@Daniels_Dale_\fPCh?.de IEl\ﬂemo ins
@apptsucc.PDF @Declaration.pdf’ @Motion ML
Eappttr.PDF EDocument.PDF ﬁMotion ko
jof 0 | |
File name: JANSWER.pdf =] opsn |
Files of type: | &0 Files (=71 =l Cancel |

g |

Figure 9¢c

The system will enter the path and name of the PDF

document selected into the Filename field. See (Figure

9d.)
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STEP 10

L 2

*

NOTE:

STEP 11

Answer a Complaint

Select the pdf document (for example: CA15%cw501-21 pdf).

Filename

IO: YECF_Students\PDF Files\ANSUER.pd Browse...

Attachments to Document: & Mo © Tes

Figure 9d

Click [Next].

The next screen provides secondary complaints to be addressed.
(See Figure 10.) This screen provides the option of combining the
answer with another claim.

= =)
UECF Bankruptcy +  Adversary + Query + Reports + Utilities + Logout o_

Answer a Complaint

;third—party complaint? (T yes, click on the box)
I™ Does this filing include a cross-claim 7 (I yes, click on the box)

™ Does this filing include a counterclaim 7 (Tf yes, click on the boz)

Figure 10

Indicate whether this answer includes a third-party complaint, a
cross-claim, and/or a counterclaim by checking the appropriate
box(es), then click [Next] to continue.

If this answer contains no other claims, leave the check boxes
unchecked and click [Next] to continue.

If you check one of the check boxes, the system will lead
you through entering the information regarding the new
claimant.

The FINAL TEXT EDITING screen displays. (See Figure 11.)
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STEP 12

Answer a Complaint

Docket Text: Modify as Appropriate.

I <] :cisver to Complaint | Filed by Caral A.
Hammock , Frank . Hammock . (Walker, George)

Figure 11

Verify the accuracy of the docket text. This is what will print on
the docket sheet. If the docket text has an error, click the
browser’s [Back] button at the top of the screen one or more
times to access the screen on which the error was made, and
correct the error.

To abort or restart the transaction, click on the Adversary
hyperlink on the CM/ECF Main Menu Bar. Although this can be
done at any time, this is your last opportunity to change the event.

If appropriate, select a prefix from the drop-down box and/or add
text to the entry. Any text added here will appear in italics on the
docket sheet. When the docket text is correct, click [Next] to
continue.

The FINAL DOCKET TEXT screen displays. (See Figure 12.)

Answer a Complaint

Docket Text: Final Text
Answer to Complaint Filed by Carol A. Hammock, Frank G. Hammock. (Walker, George)

Attention!! Submitting this screen commits this transaction. You will have no further
opportunity to modify this submission if you continue.

Figure 12

Read the Attention!! message. If you are ready to submit this
transaction click [Next].
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STEP 13 The NOTICE OF ELECTRONIC FILING screen displays.
(See Figure 13.)

= )
UECF Bankruptcy « Adversary s+ Query + Reports -« Utilities + Logout ?

Answer a Complaint
T.58. Bankruptey Court
Systems Deployment and Support Division
Motice of Electronic Filing

The following transaction was recerved from Walker, George T. entered on 9/11/2002 at 3:31 P} CDT and filed on 9/11/2002
Case Name: Household Fmancial Services v, Hammock et al

Case Number: 102-ap-1004

Document Number: 3

Docket Text:
Answer to Complaint Filed by Carol & Hammock, Frank G. Hatmock, (Wallcer, George)

The followng document(s) are associated with this transaction:

Document description:1ain Document

Original filename: O'ECF_Students PDF Files\ ANSWEE. pdf

Electronic document Stamp:

[STAMP blecfStamp_ID=981735245 [Date=%11/2002] [FileMumber=7710-0] [7
1d0b02f50bde705c e 2e21a76d49f7c 95036 cde Ta343ab 34dbiBBe 5af8 1 3eeHa325
5235d51£3203a466d83 dbbaadds1113f2488a25b 2 2444 154£710]]
1:02-ap-1004 Notice will he electronically mailed to:

George T. Walker  gtwalker@atty. net

Heather I Walker  wallceth@atty.net

Figure 13

2 The Notice of Electronic Filing is the verification that the filing has
been sent electronically to the court’'s database. It certifies that
the answer has been submitted by the defendant(s).

2 Clicking on the case number hyperlink, 1:02-ap-1004 (the case
number may also appear as YY-NNNN as in 02-1004) will display
the PACER login screen. After logging into PACER, the docket
report screen will appear.

2 Clicking on the document number hyperlink will display the
PACER login screen. After logging into PACER, the PDF
document will appear.

2 To print a copy of this notice, click the browser [Print] icon or
button.
L 2 To save a copy of this receipt, click File on the browser menu bar

and select Save Frame As.
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